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25X1A%9A MEMORANDUM TOs  Mr. | I
SUBJECT: Revised Draft of Proposed Property Regulations,

kttached hereto for your information is a rewvised draft

,L of the proposed property regulations of this Agency.

25X1A9A

Chiei, Property Control Division

Document No. "64 .
NO CHANGE in Class. ¥
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1. Susherity

In secordssoe with the provisioms of U3GA Title 31, Sections 89, 90,

91, 92, the Director of Qemtrsl Tatellizense 18 charzed with esbablishinge
and exforoing regulations pertaiming te all phases ef property seevuating
for the Cemtral Intelligsmee Group.
2. Purpose
his mamsl sets forth the policies sxd procedurss with respsct to
scsountability of, amd respemsibdility for, supplies amd squipnent at all
¢IG opersting sotivities smd fmatallations.

S Definitions Applisable te Properdy Regulstions
a. Ascountability is the obligation of an imdividual effieially

designated to maintain & formal resord of supplies and equipment oz &
steck recerd acoount. Individusls ec desigmated will bs referred tc as
Froperty Offisers sad Supply Officers. The teram scoountable effiser refers
eollestively to a Froperty Officer amd Supply Offiser ss defised in
paragraphs b aud o belew. | .

be A Property Officer is ax individual offieinlly designmated te Dbe
agoountable for sll nom-expendabls supplies amd equipment used by operatinmg
sotivities under his mpély Jurisdietion.

s. A Supply Cffiser ts ap imfividusl ofPicislly desigmated to be
sscountadble for supplies amd equipwent in stook uvsiledble for lssus st a

asntral storage poliat.

e, A Stook Reosrd Aesoumt 1s 2 formal besie record showing, by item,

the ressipt amd disposal of preperty, the quaatity on hand and/or issved to
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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responsible offisers, smintained by asn asecuntable officer o= presoribed
forms, which is subjest %o mds.t‘

£+ Reapopsibility is the obligntun of an 1:&111&&1 for the propsr
custody, oare, \M safekespling of publiu property in his possession or
under his supsrvisicn thhhar or not s signed receipt has beem given.

g+ Direct Respemsibilivy rests with an individusl to whom propsrty
has been eatrusted sad who is speoifically oharged with its sare smd
safokeeping .

k- M Respomsibility 1s the obligation of the senior
imdividual of an opsrating emtity sush as am o¢ffics, brumech, divuian; or
ax independent imstellatiom, io insure that all preperty umder his
jurisdistion la properly nhmrdod,l sdmimistered, amt mswm for.

i. h mibh &1«: is am iﬂiﬁ&mi specifioally charged
with the care u.aﬁ atch»ping of property received tm an agoguntadle
of fioer on & sigmed reselpt.

j+ Nem-Expendabls pmgmrty imsludes all supplies uﬂ equipment not
occasumed im uss aad which a_rdlmrﬂy retsin their idemtity durisg the
periocd of use, sush as vehioles, auigim, desks, typewriters, stc.

ke Expendsble property imoludes all supplies and equipment whish
are comsunmed or lose their separate idemtity i use. 3Ipars parts, whioh
are used to repsir or somplete sther articles; offise supplies, such =8
stationery, pemsiles, stoe, sre sonsidered expendable items ‘upor issus to
using aﬁtvﬁttu. Itsms of equipnewt whioh are usibh for a short psriocd
ealy, or whick are esasily brokem will be comsidered expendsble upor lssus,
and will mot be oarried om the stoock records of & vaert;y Greisars

» Pecuniary Lisbility is the respemsibility of am individuel to amie

restitution for the less or dsstructiom of, or dsmape %o, publis properiye.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6'
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Pegquaiary liuhuitj arises from the failure of &a individual to axersise
proper responsisility. | |

e 4 Vousher is sa isstrussal used to evidemee & traasmction om =
stock revord m‘mt. Yormally, there are threse types:

(1) A Debdit Vougher is sn imstrumeat listing artieles to be

entersd om & stook reserd acecust im order te imcresss the “balamce on
hasd

(2) A Credit Vouoher is u instrument listins articles to bs
wntered on & stock record scoount in order t5 decresse the "balanse on
MO'

(3) An Adiustment Tousher s sn 1.::‘&!@!:% used to briag the

*balamoe oz hamd™ figure, ax showe om & stosk resord sosoust istc sgree-
ment with the gusmtitles sotumlly om hand and/or issued to usimg sstivities.

»s Publis Property and Fropsrty srs gensral tarms refeorriny te

sxpendable and nom-sxpendable supplies and squipsent, but do net imclude
real property, suwoh ss buildings, lesseholds, eto.

O Installiad Properiy refers to moveable things swoh ss syuipment
apparatus, sppliances, Iixtures, ssd mashinery whiahﬁ&vt besn fixed ix
place in, or sttashed %o, ru_l groperty, but which may bs severed or
removed without destroylmg their idemtity or wtility.

P+ Receipted Instruments and Sigmed Hecaipis are general terme

felorring te all signed tramsfer amd issue documents used to effect the

sssumption of, or relisf from, scccuntability ami/or respomsibility.

4+ Aosoyntability and Respomsidility Distimeuished
e Difforences |
Assountanility is the fumstion of keepimg & formal steek recerd

scaount of supplies nnd synipment in storage smd awvnilable for issue, or
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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of property whish has been ilssusd te opersting sativities. Responsibility
srises from ths possession of property or from the supervisory jurisdistion
over others who hive posasssion of the property. gﬂé&a of these asomoepte of
responsibility or sscecumtadility, cr a combimation of (hem, miy be attuched
to oms isdividual as of any moment.
be Accountable amd Besponsible

An individusl who earries property om & stoek record sacoumd aud
who hes sald property in hie sustedy, either im use or im stersre, has both
sccountability and respuasibdility.

o« Assountable Omly

1554 o A asiz m'lw- anvd accouds e Soms
An individuel who, W property oa & amk record asedunt

whiskicteamei-ttntmualtgessbivity i3 scoouxteble but mot respomsible.
The responsibility im this sase rests with the individual havipy possession
of ths property whether or not a sigmed receipt has besm given.
[ ] roRus ¥0 B& GSED BY ACCOUNPABLR OFFICEHS

1. Forms and o8

ae Porm ¥o. 36-7, Reguest for Suppliss, EBquipmesnt, or Servios, will

be used by Froperty Officers amd desizasted responsills sfficers to
requisition supplies, egaipment, or gorvioss.

be Form Hn. 36-15, Acsoumts Gomtrel Repister, will e used to
recsord pertiment informstion relative o the subesgoounts of respomuible
offisers established umder the supply jurisdictiosn of & Froperty Dfficer ia
the Hashisgton ares.

¢e Form Bo. 36-14 (Pace), Steck Comtrol Card, will be used by a

Preparty Offlcer for mimbainimg s rumaing balancs, by item, of acm-
expendable property us hand or used by operating sotivities umder thelr
aombrol.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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de Form Wo. 38-14 (Revsrse), Asosunts Control sestion will be unsed
by & Property Qffiser in the Gashington sres for anipteining & ruanisg
balance, by item, of uoWﬂ: property issusd te inmdividusl
sub-acoounts .« \

s Porm Yo. 36-15, Vousher ?gaijtor, will e used to resord, by

vouchsr susber, all trussactions poated to & stook record ssacunt
maigtained by sn ssceuntable ol ficers.

f. Perm %o. 3816, Rmrh 87 Invasiory Mguttmt, will bs used
to sdjust discrepanmcies ox the steok record sards of aa sgoountabls offiocer,

if said disorepsnolies srs the resals of errors in momenclature or postins.

Othsr uses for Form Ne. $6-16 are discussed ia paragraphs| |

g+ Form fo. 36~18, durvey Repert, will be used te record the
ciroumstances sonseraing the less, damage, deatructlon, or theft of pmbli.a
proparty, And serves 83, or supporis, & sredit voucher to the stesk record
scecunt of the sescuntable offiser gonserned .

he Porm Ho. 386-32, Consolidated mwz Report, will be used By a
Froperty Offiesr at an independent installstion to imdicnts, by item, the
totsl increases or desrsases of nonesxpendable property whish have oosurred
durisg the month.

1. Form Ne. 36=24, Property furm-Ia @ Tramsfer 31ip, will be nsad
te rstura property %o s semtral supply poiat or te imitiate traasfer scilons
between ssscustable offieers amd/or respemsible officers.

3+ Form ¥o. 36-38, Pwrtz Iwcntﬂ fiwsord, will be used by »
supply Of fiser %o ssintain & rumsisg balames, by item, of a1l supplias amd
squipment im stoek svailable for lessuw.

k. Form Yo. 36=42, Volumtary Payment for Publia Froperty, will e
used by aa inmdividuel who desires to make voluntary paysest for the less,

Anmage , Appro0e MG R 2l TR R PRIARDP54-00177A000200030003-6
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AFPOINTSENT OF ACCOUNTASLE OFFICERS

fe #ho liay Be Desirmated
Any commissioued or warramt offiser of the Te 3« armnd services,

or sny U. 8. oivilisn employee, CAF-7 or above, may be desipaatsd &3 asm

ssacuntsble officer for publie property under the jurisdlotion of this Arency.

2. Appeimting Autherity

S m C}rﬂetrijuhigﬁﬂtm RArea

ﬂt"ldl‘lr
Withis the various cperatimg, wedts iz the Taghington zres, the

ascountability of & Propsrty Officer will sermally e astabliished st the
nranch or divisicn levelj however, th&n,’fxwk mamdatery. It shall be the
preregative of the Aszistant Dirscters of the wvarious §ffices, sad of the
Ghiefs of similar opsreting scheloxs (brameh, division, ete.) to pressrise
the sosountaibility level for, ?&’&ﬂ"@u their jurisdietion. The appolnt-
ment of & Froperty Officer will be sade by the individusl havisg superviscry
ruy,amibinty over ths estity {(offise, bramch, aSvision) at which the
wemta’aility lmi hes baeen estadlished.
WﬂLWﬁaw‘ Mﬂuﬁ:ﬂt Installution
A Property Ufficer for sa imdependsnt imstallation will be desirnated

by the Ghiaf of the 3tation. This appoimtment will be made with the com-
eurrencs of the office in #ashinston harimg jurisdiction over the establishment.
o+ Supply Officer, Washington Area
& Supply Officers resyousd
olmpentealiURt=Supply-storin-, will bs appolated by the Chief of the Servises

Bremeh, Washingtom, U. C.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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5. Gomfirmation of ggmmt:

' !'wtiou of Appoiwtment Orders
The sppeintmont of aa acoounteble officser will bs soafirmed by

an office cperating prossdure, or threugh the media of a writtem nemorandan,
initisted iy the setivity (office, bremeh, or division) having the sppointing
uﬁt&writy. The appointment order will im&iaﬁ; the neme, grads (militery or
eivilian), offics loestion, soecunt mumber, and supply jurhéiwim of the
desigmted scoocuntable officer.
be Distributios of Appeimtwest Orders
The followimg distributica of sppoiztment orders will be made:

(1) 1 sopy te the imiividual desiganted;

{2) 1 sopy to the Property Control Divisies, Servicea Bramsi;

(3) 1 sopy retainsd in the filew of the sppoiating suthority.
&uyp!mﬁlry distribution will Se mede ut the diseretion of the sppolnting
mathoritys _ |

25X1A [ JrmANsysms OF PROPZRTY ACCOUNTABILITY

1. Irsmsfer of Freperty om 3tock Resord Ascscounts

1?9 Reutine Tramssstions : :

Bormally, the transfer urns:.fMﬂwut betwesr sosoumt-
able swppiymemi—puapasty officers of this Agemsy will be offested ou &
suitadble Wt’r dooument, such sa & Delivery Tioket, Porm Jo. 38-10, or
Property Tara~In er Tramsler 3lip, Pera Bo. 36-24.

be Chamge of Agsountable Officers

¥hen & oomplete tramsfer of propsrty osours, the aofficer beling

ﬂnﬂd of mooventability and his susesssor will sirm the following

sertifiontes prepared in juadruplisate ix lieu of trenafer dcouments:

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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I pertify that the balsmees shows om the stesk resord socount of

, Asgount Number s Contral Imtelligence

_ [Secee of trans ferring afficer)
Group, 88 of the abevs date, last vouoher Number dabed

19, are trus asd correct to the best of my kmowlsdge and belief, and that
the propsrty hes this date besm turmed over to
“{Hame of receivimg offioer )

parsuaant o

(rder directing traasier)

TSiganture of efficer turmimg over property)

1 sartify that I hawe tois dats reeeived from

{iane |
predesassor, w1l property pertalmisg te the abeve desigmated stook rscord
sosount for which my said predecessor 1s mqoountable, as shown by the last
audit of thbe meoouat, plus all proper charges szsimst and lsss all suthorizsd
sredits to my predesssssr's acsount to the time of trassfer, last voucher
Bamber datad 18, sad that I heve Ghis date
assumed Rosoumtabllity fer propercy pertainmimg to iLhis secount.

TSizeatare of ofFioer reoelving property)
APFROVED

{Fame saud titie of appeinrtinsg sutherity)

g+« Invemtory Prior to Assuming Ageountadility

1% shall be Ehe prorogative of tis smewly sppointed accountable
offiser to take s complste physlsal imventory before sssuming scocumtalility
for amy puvlie property. This sotion should be aompleted prior to the
i nimg of the Certifioate of Tramsfer,

d. Distrisution of Certifiestes of Transfer

Jas aepy 5 the Cartifieats of Tramsfer will we retaimed oy the
jadividusl who 18 belag relieved of the acecuntability. {me ocopy will be
filed with tie property records of the asecunt, anad two coples, tegether

with s copy of the oyders direatiag the tramsfer, will be forearded v the
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Chief of serviess, Hashingten, Attemtiom: Property Contrel Divislion.

2. hotion Upon Death 8r .’.,:gg}: Invepscitation

a. Inventory of Fraperty
Upoun the death or legal ingspasitation of aa isdividual whe has

besn desizmated to be aa soscuntadle offiser, ths senior isdividual of the
opersting setivity or imdependent sgetallation will appoint = board of three
peracns to imvestery the properiy te the sxtent deemed mscessary to sscertais
the sorrectasas of the stock reserd aecscunt, Dissrepancies disclosed by the
inventory will os immsdiately adjusted by the inmvestigating board. The
tramsfer of acoountability to & desigmated individusl will be sffectsd in
sccordamee with paragraph[ |abevs.

be Preparation snd Distribution of Report

A oomplets report on the fimdinge of the board investigeting the

scoount, together with o list of balances of property imveatoried, ard the
Certifionts of Tremsfer, will be prepared iz triplieate awd submitted to
ths appointing authority feor appreval. Uponr approval, ome sopy of esch will
be Piled with the property records amd twe coples will be rerwarded to the
Chief of Servioces, ’ﬂ@shhgtau. Attestions Property Comtrsl Divisiom.

CPERTY ACCOUNTING

1+ Genaral

ae All propsrty owned by this igemey 1a use or iz storapge which hes
besr mogquired by purshase, trusmsfler, or &y othar means, mst be sooounted
for om the sppropriate stosk record aacount of xa segoumtable officer, unless
cthsrwise provided for in thess regulations .

be An soocumtable offiser, upon discovery ef unscoocunted for property,
will scoount for said property om his stook recerd scacunt. &11 other

imdividusls, upom diseovering umaceounted for public property, will be

respons R Pi5Y FOLRE PRSP %ER8% 105/ QUERREIGODVIARAARINA UGS, -
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concsraed, iz order that necsssary sgtion may be taken.

Z. Froperty Officer, Heshington Arsa

a. Duties
The duties of a Froperty Offiocer, fashimgton ares, will bes

(1) maintaining » stock record account amd an *haoouats
Sontrol® reeord, by item, or Porm He. 36-14, on 1]l pon-expandadle property
jsausd to using sotivities under his supply Jurisdiotion;

{(2) reviewing, spproving, end proocessing all reguisitions aud
transfer setioms for smos-sxpemdsble suppliss amd equipment imitisted by
responsible offieers under his sontrel;

(3) reviewing and procsssing sll survey Reports which affect

nis steck recors ssoount.

be Aseountability smd Bespomsibility

The socoumbability for mom-expsadable property iz use, cr in the
possession of imdividunls within & riven operating emtity (offics, bramoh,
aivision), im the Hashingtom ares will rest with = desirsated Property
Gfficer. NSormally, the FProperty Officer will mot have ouatedy of the
property for which he 1s sooounteble, amd, therefors, the responsibility
rests with the using imdividual or sotivity. Utilizing Form Ho. 36-13,
Apeounts Comtrol Rezister, the Froperty (ffiesr will sstablish asd meintaln
subesocounts and subesscount mummbers for She using sotivities umder hia
supply jurisdletion. An spdividual withia ssch sub-scogunt will be des ipnsted
as the respoasible officer amd #111 assume the respomsibility for the requisi-
tion, receipt, amd safekeeping of property sharged thereto. This respomsibility

Yo safo Keeps e en achal
£ Any/‘ Rier W K ¢} imiividusls having ewstody or use, efbhe—peeperty.

3o Property Offioer, Independent Imstellation

% mti“

& Property (ffiger al an jmiependert installatiom will be ehirged
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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withs

{1) the requisitionismg, receipt, inmspection, sterage, and issusncs
of 81l suppllias.

(2) asosunting for all someexpendsble supplies amt squipment on
hawi amd in use at the station.

' bs Atooumtability and Responsidility

A1l moa-enpemiadle supplies and squipmert om hand sad/er is use at
an imdepsndent imstallistion will de scecunted for by a desigmnted Froperty
fioer.

Stoak Control Cerd, Form Ne. 36=14, will De maintained by &
Property Officer te reflset, oy item, the yusatity of nem-sxpemdable property
or hand or iz use st the iastallation. Conmtrol reserds on tﬁn reverse side
of Porm Yo. 58-14 nesd not be maintained outside the dsshiagton arsa.

4. Supply Officer, tashington Ares

*. Duties

A Supply Officar inm the ¥ashimgton ares will be shergsed with the
receipt, inspestion, storage, and issuamse of all supplies stocked at a
central point.

be Asooumtability sad Responsibility

All expendable and nor~-expemisble supplies and squipment storad st a
csmtral supply point will bs sgeounted for on stosk resord cards aaintsined by
a dupply Officer. Form No. 36-25, Property Imventory Eecord, will be used for
this purpose. Acovuntability and responsibility for supply stooks will rest
with the Supply Offiecsr ustil such time as they are lssusd to Property

Offioers en valid oredit vouchers or otherwise disposed of.

STOCK RECORD ACCOURTS

1e General

e Alth + are some davistions in the proosdures used b,
Approvga@or ﬁ'efgase 2003/03/06 : CIA-RDP54-00177A000200030003-6 ¥
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saoountable offiosrs, the besle privoiples imvolved in maimtalniag their
stoek resord aceoumts sre the ssme. In ell cases, the purpose of & stook
rscord ssecumt is te record ressipts, issuss, sad tramsfers of supplies and
squipment im such & msaner thet the guantitiss om hand and/or lssued to using
activitise san readily bs determinssd., The valus of » $toak record sooount

is dependent upon the socursoy and surremtmess of the poatinrs made.

B In order to maimtein adequate control of astock resord aoeounts
established in this Apency, &R accoumwt muamber will bs sseirned by ths
Froparty Comtrol Division, Jervices Branch, Lo esch escount.

2. Youcher Rezister

a. Recording by Youcher Namuer
An mocoumtesle officer will utilize Fors ¥o. 36-15, to sutablisk

and maintaiz & Tousher Register for his stesk record aoosunt. Bxeh
imstrument to be posted to the stoek reserd assount will be reserded ix the
Yousher Reglstar and the voucher mumber will be indicated thereon.

b. Method of Mumbering Veuohers

Youchers %o 8 stook record secount will be mumbersd in = sinmgple
series cosmencing with ¥a. 1 at the bepimning of essah flscal year, amd will
be meintaimed im mumorionl erder. Bsoh vousher mumbsr will be prefixed with
the letter "D" for dabit vouoher, "G fer srscit vewsher, und "I" for adjust-
pent voucher (Rsports of Imvemtory Adjustmewt mmd jurvey Reports Yo Debit
voucher numbers should met be sssigmed to any dooument until the property
has been receivad. Credit and adjustnont vousher mumvers sheuld be assisned
to tramefer aad adjustment doouments at the time of preparation.

A separate seyuence of sumbers will met be ssteblished or used

Por deiit, eredit, or sdjuatweat voushers.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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3o Yousher #iles

e Aﬁ ascountsbls sffiser will astablish snd weintsin & perman=rt
file of sizned vouehers used to evidemce tyaassotions on his steak resord
assount. All dccumente pested to the stock reserd oards will be filed by
sousher momber. TYoushers will wmot be considsred a wvalid posting media
umbil they have besn properly sigmed.

be In order te reduss the bHulkiness of the files, it is suggested
that no more thas rifty (80) veuchers e plased in ons Pfolder.

¢+ Yousher files whish have been sudited and slesred =ay be
destroyed aftsr retemtion for s peried of two years subseguent to the date
of avdit.

4. Aooounts Centrol Repister

as A Froperty Uffieer im the Washisgicm area will utilize Form No.
3815 to record sertinsmt infermatiox relative to the sud-scconntz of
responsible officers under his supply jurisdistiom.
be The following data will he shewn on Fora No. 56=13 for eash
sub=scoount: |
(1) svcount Number
(2) Operatiag sutity {Section) over whish the respousibls officer
hes supply jurisdiction
(3) Roow sumbers {of all rooms over whioch the respousidvle effiser
hes swpply jurisdiotion)
{4) Bame of resporsivle imdividusl
{&) Grade of reapemsible imdividual

5. Responsible Officer's Jacket PMles

#. Property Officers inm the ®ashiagton Ares may sstablish snd maintain
imdividual jeoket files for all respossible officers under thelir supply

arisdiction. nﬂviéntl eoket file will serve «s an informel resord of
J Approve§ elease 2003 3106 CIA-RDP54-00177A000200030003-6
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debits amd oredits Lo & respomsible officer's sscounmt amd will further

substantiate the postiamgs =ade Lo the isecuntas Comtrol sectics of Form
Ho. 36=14.

be A &m&m& plsced iz am individual jsoket fils should be sress-
mfirmaﬁ with the sorraspoadiss sigasd imstrument in the vouchsr 7ile.

fo S3toek Bscord Cards

8. Froperty Officers will seimtainr Steck Comtrel Cards, Form No. 38-14,
on &ll property for which they ars secountable., Jupply Officers sre
suthorized tc use Form No. 38e25, Preoperty Iaventory Record, im lieu of the
Jtoek GContrel Cerd. Forms ¥os. 38-14 and 38-20 are vomouly referrsd tc sz
stosk record osrds.

B b'tpnratb atook record sards will be esstablished for emoh item of
aon~expeudable supply om hami or in use. & complete desoription of the item,
iveluding size, medel, sto., will be shown om the face of emeh stoeck resord
gard. Stenderd acsnencleture, umit, agd stock mumber as lleted in I8 Jtosk
Catalopuss and ia supplemental stoeck lists will bs used inmsofar sz it iz possidlae.

¢e Preperty 9fficers will utilise the fuoes of Form Ho. 3814 to rasord
receipts smd tramafers of mon-expendable property for which they sre socount-
able. This will be azcoomplished by posting imdividual debit, eredit, aazd
ad Justmeat vouchers to the stoek record oards, The blance figure op the face
of Form He. 36-14 ahould at all times refleoct the mcccumtability of the
Fropsrty Officer.

de The reverse side of PForm Re. 35514., Agoounts CTomtrol /;fcatisn, will
be uwevd =y Property (fficers in the #ashiogton sres feor minta;;xing & running
belance of swoh i%em of supply issusd to i{sdividuml responsible officers in
the sub-mcnounts. The ocuter lsft~-hand solumm of the Accounts Comtrol section
will be used to imdieste the wouzher rumber of the tramsactiomn velag posted.

The cuter rirht-hasi celuma will de used for postisg the total qumntity of ths
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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ftem issued to all sub~sogoumta, & o this figure should eyual the “balmmoe”
column on the feoe of the Form Ho. 38=-14.
s« The Bupply setivity of am imdepemdent izatallation deoes mot warrsat

the estanlishing end malstaining of the Accounts Comtrol sectlom of Form So.

25X1A 56-14 a8 ovtlined inm pnmgnphlzl-ﬁnd above. Therefors, the saintemanmce of
8 atook resord aogsoumt 4 e Proparty Officer |«1‘11
ue limited to the fack of Form Fe. 36-14. 25X1A6A
f. Postings tc all stock rscord cards will be ocurremtly and ascurately
méde within 24 hours sfter a receipt or transier astios has besr sompleted.
7« Posting to a Froperty Cfficer's iﬁtwk Regord igeouxt, Washimgton éires
s+ Frecessing Copies of Youchers
25X1A Except sz moted in. paragraph DT-c below, all tramsacstions posted

to the stock Control "ard, Form Yo. 36-14, will refleot = shamge in the

Propsrty Officer's total acocuntadility. This will, im turs, effent individual
respensibility in one or more sub-scecuntv. Im view of the sbove, it will be
necsssary for & Froperty Ufficer to procsess two sepies of esvh veucher
repressnting a siagle tracsaction. OUnme copy will be woushersd, posted to the
feoe of the Form Yo. 38-14 to reflect the inaresas or deereass la scsountability,
and placsd im the veusher file. The other sopy of the voucher will be rosted io
the Aceounts Control seotion of the Form Ho. 38-14 to indicats an imoresse or
decresse of respomsibility in the sub-sccount comcerned. This copy will then

be plagsd in thoe responsible afficerts jacket File.

- Balumiﬁ of Aagounts

The balsnoas ss shown or the face of the Form Ko. 36«14 ahonld agukl
the totx) halances of the szhessovunds shown ip the Aseount: Jeatrol secties
oi the Stook Ceontrol Card.

¢+ Transler hetwaen Sub-Ascounts

A tramsfer of property hetweem the aub-scocunts of & Froperty Ufficer
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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will mot be reflestsd on tis fsoe of the Ferm No. 36-14, imssmuch a8 no ohenye

in total sceocuntability has soeurred. Jsuch & trensactiom will be posted to
the sppropriate subescoeunte in the Aceounts Sontrel ssotiom of Ferm Ho. Sé~la
and sopies of the transifer dooumeats will be placed in the Jasket files of
the raapessisle officers osomosrsed.

8. Fostins to m Preperty Uffissris stosk Hecord Aesocunt, Iadependent
Inatallations

a. Genersl
The primsry purpess of & stosk record scecust at an imsdepemdent
imstallation is te record receipte and franmsfers of mn—cxpenﬁ:&!n supplies
and squipment iz such & wsmmer that the quantities ox hand and in use are
asourately reflsotsd at all times. Ho segregation will be =ads in the
scoounting for momesxpsniabls property iz stosk or im uss at izdependaent
installstions.
be Pestings
A Froparty offiser will wsecunt for all reeeipts smd tramsfers of
non-expendable property by posting imdividusl debit and oredit voushers
substemtiating said tramsectioms om the fase of Form Moo 36-ld. Adjustment
womehers will be posted im sosordsace with surrent imstructions.

Fe P«thg te & 3“323-7 Officer's Stocak Besord Acoount, ‘xuh.i%tu &rae

s. Proseasing of Aosoumtability Uocuments
All imstruseats representing traassctioss which reflect a ohaare la

the sceountability of & Supply Offiesr will be voucherad, pested to the
sppropriaste stoek resord ocards, ¥ore No. 36-25, and plsesd im the voucshsr [ile.
10. Correstioms ef Errmm Eatriss om Stook Record Cards
s+ Restrigtioms
Ascountable offisers will met make erasures or alterstions of emtries
on atock record gards. Correctioms will be offssted a3 presoribed in the

asuing raphs. I CorRec g esdies om sl rycord cards witf be
o %i J Rppr%veﬁ i!or Release 2003/03736 : CIA-RDP54-00177A000200030003-6
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b» Corrsotion before Additiomm] Postimps

khen am error 15 discovered im & posting, sad If subsequent pustings
have not beesr made, the imeorrect eatry will be ruled sut with & marrew, Mt
not obliteratisg lins, amd the eorrest posting will be mede on the mext lime.

Ge ﬁm&%&nx after Additiomal Fostincs

Khea an srror ia posting is discovered, snd 1f additiomal postings
have besn made prior to dissevery of ths error, ths correstion will be
sffwoted us follows:

(1) If an imoerrest ficure hes been postsd im either the "Ressived”
or "Issued” ("Returwed” om Form No. 36-14) columa, the sorreeting emtry will he
mede om the first available lime, using the origimel voucher mumber aznd dats,
tegother with the motatios “Corr.” The met figure (debit or credit) meceasary
to wake the sorrestion ssd ths sew balamoe =11l be posted.

(2) 1f & correet figure hus beem sntered in the "Received” or
“Issued® oolumn, but sa aritimetionl error hes beem mede inm oomputinmg the
balsnse, the sorrsetion will be mads om the irst awailsble lime, usimg the
origisal vousher mmmber aad date, with the motatiom *Sorr. 3al. Omly.* s

extry will be made in the "Heoeived™ or “Issued® aolums.

de Fosting on Wromg Stook Card
#hen sa sxtry hn been postsd in error to Lhe wrong stook eard, tiw
sdjustuent will be s{fsated ss follows;,

(1) If the error is discoversd while the sutry is beimg mmds, the
posting will be discontimied, ruled owt, and initialed. Without further
notation the emtry will be posted to the proper stock eard.

(2) Previding mo subseguert satries have bdesn made, the procedure
deserived im (1) above will be followed whem the orror is discovered st &

ister date.

(8) Ir subsequent smtriss heve beem mede, the 1ngru§sr1§ éomtgd
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-
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stock ﬂa&d eard will be sdjusted by s camcellation emtry. The date and
vousher number of the origimsl imcorrect eutry will be posted togetber with
& notation sueh s "Canoel Pout. 12-17" {(12-17 beimz the date of ithe etrigimi
posting)s The amount of imorsase or decresss {the sxact reverse of the
ariginael aihry), and the sorrect "Balsace™ will then be pested. Ueing ths
orizisal date sud vousher mmber, the sorrsot postiar will Lthen bs amde te

the proper stoak record oard.

1. Gonersl
s, The terwm "Surplus Property” as used in thias parsgraph refers to
suppliss and equipment which have hegome sxsess to the meseds of the Central
Iatellipenss Group, and whish have “sen or will be declared as sush te the
propar disposal agewey.
e The fimal determinatior of surplus supplies smi squipment will rest
with the Thief :af tie 3upply Divisiom, Services gmnh) or his desirmated
represaptative.

2. Surplus Property Resords, “zshiarton Ares

o« Transfem to amlus Property Officer

Froperty whish has beexn determined as belng surplus to the needs =f
this Agemoy will be transferred to the Jurplus Froperty Offieer, Supply
Divisioa, dervices Bremch. Juch tramsfers will mermally be imitiated by a
supply Officer and will be wude in marémo with ourrsst trtn:f#r progedurs.

be Evoords

The 3urplus Propsrty Officer will naintalx mecessary records to
insure that all property im his custedy is adeguately aawuﬁ%sd'fw, szd that
records of receipts, mimms records of disposelas, egual the stosk om hamd at all
times o
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3. Surplus Preperty Officer, #ashinrtom Ares

e m;aeu&ilut&

In addition te the maintenmamaae of suldabdble oeutrol rescrds, the
durplus Froperty Offiser is respeunsivle for ths ressipt, lmspeotion,
2lassifiontion, declaration, and dizpesal of &1l exeess suppliss 2ad eynipmert.

be Aotion Gpon Haseipt of Surplus ?ra;mrtx

Upon receipt of surplus property, the durplus Froperty Offieer will
take immadiate wotion, iz sseopdance with curremt directives, to offect
prompt tramsfer of salid aupplies and equipment to the proper dlsposal agenoye.

4. Surplus Property xt Iadepemdent Installations
&. Sulmissiom of Report te Washimgion

The Property Officer of an independent imstallation will repert all
sx2e88 mﬁruu aad sguipment to the Chief, Serviaces Uraack, %sshington, for
diapezitiosn Imstructions. Dispositions will zot be offected without propesr
suthorizsation.

bs Aotion Bpan s‘?aam_iyt of Mtgglitian Irstructions

Upor receipt of disposlition imstructicms, the Froperty Ufficer will
taks immsdiate sotion te effest disposal and will report same to the Property
gentrol pivision on the Memthly Cossolidated Property Report, Form Ho. $8-2Z.

25X1 [ |msyaiep am UNASSICNED FACPERTY

l. Ganersl
as The term 'I,Miha Property” as ussd in this paregraph refers to
mevealile thines such sz syuipment, spparatus, applisasss, Pixtures, and
machinsry which have besn fixed ia place im, or attached to, & buildimg, but
whioh mAy bs removed without destroyimg their idestity or utility.
Be The term "Unsssizmed Property™ refers to mou-expendable equipmest im
use, the looxtion of which precludes the dssi-wation of fized respousibdility.

- Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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¢e Inetalled and wamssizmed property ia curremt servise iz the

STATINTL  4yanington aras will be sscousted for by the Chief,| | STATINTL
| | Sopply Division, Services Eransh. |
2. Proyur%g Records, Washiagton Arse
s stook Esgord Acoount
STATINTL The Chilel, | | will meintain & steck

resord acssount, by item, of all installed and usmssigmed property om the itock
Somtrol a‘)trd,ﬂ Form RNo. 36=14. Ths followisg information will appear o= the
stoek Control Sard for ssoh items

(1) ateandard aomenclature;

{(2) model mumbarg

(3) sise or capacity;

{4) ssme of msmufaoturer;

{5) unit coet

be Uaw of Porm lice 38-14

The fuoe of the Form No. 56=14 will be used te record ths tramsactions
whieh reflect an incrsase or dessrease iz the total m:éoanubiuty of the
sceountable effiser. The reverse side, &e#ma&s Comtrel sestioxn, will indissie
the dispositior of imatalled amd umassigmed property by bulldinags.

3. Basponsibhility For Imstalled and Unassizned ?rof#rt;

Undor normal cireuastances, imstalled sad umsssizmsd property will not
be issued to = resapomsible officer om s siceed ressipte The responsibvilicy for
the euatody and safekesping of saild property will rest sith the imsdividusl
heviny supervisory respoasibility cver ths initallation in or tc whish the

eguipment is installed, attacshed, or lsesisd,

25X1 | |R&£g§ﬁ3 OR SORBOXLL FROPERTY
1. General
Re Jupplies and squipment whieh are sented or held & losa baslis from
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s commercial firm or other Oeoverumesnt agemcy will be precured through the
supply Pivislow, derviess Aramche All soquisitiome of rented or berrowsd
property will be rs;;értod to the Property lomtrol Divisiexn.

be Such propsrty will net be reflected on the stook reserd sceoust of
an sgoountable officsr, ner will scesumtability as preseribed in the preceding
parsgraphs be sstablished. The absemes of sesoumtability does mot prealude
the assumption of direst emd/or supervisory respomeibility for rested or
borrowsd property.

2. Respensinility

a. Respomsibility for the csustody, oare, and ssfekeesping of renmted or
berrowed preperty will rest with the imdividusl or using setivity having
possesaion. HNesessary records will be maintelmed by the respcnsible
individual as prescribed by the Chief, Froperty Comtrol Divisioer, Services
Brazehe |

be The loss, damare, destruction, cr theft of remted or borrowsd
propersy will be sccountes for by ths respounsidle imdividuml im soesrdance

with the reguletiens ceveraing the loss of properiy ewned by this Agenoy.

PROPERTY YoSUED OR TEMPORARY LOAN (R BEING REPAIRED

1. Temporary Loans
ae In the event that scoountable or rsaspomsible propsrty offissrs lasue

property to un imdividual or using activity oz & temporary loan basis, o sirmed
hand resslpt will be obtained. This ressipt will be maintsined iz a suspanse
file until suid property is returned.

s Tewporary losu issuses should be limited te imtre-apemoy transacticms
and sueh action will not be cosdoned us & reutiue praciice.

¢. Loans to other Govermmast sransles must bs coordiamsted through the

Froperty Contrel Dlvwisies, !
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2+ Froperty Being Repairsd

&» Typewriters, office mashines, and cther equipment returmed to the
supply Uiviaien, derviees Bramch, {or repair will mormslly remain on the
acoounteanle recerds of a Prepsrty Officer.

be The soseunta:ls or respomsible proparty officer inmitiatime the
request for repsir will obtaie az itemized ‘sig,ué reseipt for the items turmed
in. This receipt will be retained in a suspense file umtil the property is

repaired and returued.

1. Gemarel

e The scoountabllity for all metor vehicls fuels sand lubricasts ussd
by this Agsnsy, withic the Nsahinrton ares, is the rugoaibil.ity of the
Neotor Trassportation Offieer, Services Branch. The emsuing parsagraphs ocutlise
the policies amd prossdurss for the reseipt, ilssuisg, and soocunting for

geselive, oil, and lubricexis.

2o Stosk Resord Aceoust
Ao Goaoline, oll, and lubricsnts will be oskrried as individusl items oun
the itook resord acoount mmiztained by the Noter Tremsportatiom Offiser. Aill
receipts will be voushered snd posted s individusl debits, and & comsclidated
"lionthly Abstract of Issuss® will be posted as a aredit to the stoek record

scosunt. Owe sepy of all debit and eredit vouchers will be forwarded to the

Froperty Comtrol Division)

b. Disorspameies whioh may arise betwees the recorded Salazse and the
sotual balance on hawd as disclosed by & memthly imvemtory will be adjusted
in saoordanoe with ourreat reguletioms.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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3. Issuss

e Duily imdividual isasuves of gasolime, oils, snd lubriossts will be
made on o 2igmed delivery reseipt pr;pnrtd in triplicste. Infermstion such
as the guantity issued, serial sumber of ths vehicla, date, ste., will be
izcluded on swch lasue recaipk.

be 4t the oloae of eash day, & recapitulstion of the total issves
wade will Se entered om & MHomthly Abstrast of Issuss, msaintainmed in duplicate.
One oopy of each delivery will be filed by the sacsountable officer to
substantiaste the smiry mads oun the ieuthly Abstrast of Issue; and ome oépy
will bs forwarded to the Froperty Cemtrol Divisien. The third copy of ihe
Belivery Hecelipt will serve us the Comipmes's Recelipt.

¢, Nonthly Abstrsct of Issuss

e Om the lsst day of each momth, when ths Homthly Abstrast of Iesues
is completed, the ariginel copy will be vouchered, posted as a oredit to the
stock record acooumt of the soqountadle efficer. The othsr cepy will be fore

warded to the Fropsrty Contrel Division.

25X1 FROPSRTY %ORK OUT THROUGH PAIR HEAR AND THAR
i glﬂl"ll

s Definition
Guprplies s»d wyuipment whioh have Le20me worn out or otharwiss
resdersd umtsrvissable aud/or obsclete in use or in storags without apparent
fault or ssglect of sny imdividusl or imdividucls will be oomsidered as belng
wora out through Peir wear and texr ia the servioe of the Govsrmment.
be Plaposition
Survey Reports will aot be ixitisted om property determinsd as being
wors out through feir wear amd tear. Dlapositiom of property will de ssoomplished
in accordsmse with the imstructioms eomtaismed im the ewsuing parsgraphs.
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»» Preparation of Form No. 36=24
Froperty Offisers will imstruct respossible offieers under their

supply jurisdiection to retura all preperty which has Sesome umservicssble
through fair wear mmd tear to the sppropriate Supply officer. The tramafer
will be made or & Froperty Para-ia orf Tramsfer 51ip, Porm No. 36-24, prepared
in sixtapunh by the reapomsible officer. -

be Processisg Yorm No. 38-24

Upon completion of the turm-is, the Property Offiesr will post ows
receipted sopy of Porm No. 36-24 ss s eredit voucshsr to his ateok record
scoount. Ome copy will slso be posted to the Ascouxts Jontrol seotiem of the
steok Comtrol Jard, mnd subseguantly placad ia the Sucket file of the
respousibls officer comosrmed.

3. Acties by the Supply Officer, Hashimrton Ares
“- Approval
The Gupply Offisar will be respomsidle for determining that property

being returmed Lo stesk by a using sotivity is unasrvicosable and has been worw

out through fair wesar sud tesr. Sueh turz~ims will bde ascounted for by the

Supply Offiesr umvil disposition is made im accordance with parazraph[  l3-s 25X1A
belowe.

e m:uggml i Whole or in Fart

In the eveat that &ll or part of the property hes met beer werz out
through feir wear sad tear, and the umservissadllity appeers ¢ bs the result
of msglect, the respensible isdividesl will fn notified by the Supply @friner
to initiste a Survey Heport om the guestiomable items in spcordamee with

25X1A  paregraph| |-Z-a. (ms cepy of the mctifisatiom will be forwarded te the
Freperty Coatrol Divisiom for imformatiomal purposes. Tliimate disposition
of the preperty will be msds im sccerdanss with imstrustions iseued by ths

Froperty Survey Board after the Survey Report has been duly procsssed.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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G Mﬁzwitma of Umserviceabls liems

A1l umasrviseable items wors ocut through feir wear and tear which

appesr on the stoek record ascoumt of = Supply Cffleer will he diasposed of
in the following manner:

(1) Items which are ssomomically repsirable amd whish are net sur-
plus to the meeds of this Agemsy will be repeired asd returasd te stook.

(2) Umssrviesable property thai is surplus to the mesds of this
Agemay, or whioh is peyond the state of sconomisasl repair, will be trassferred
te t he Surplus Property ulficer 1a socordamos with curremt tynnster procsdure.

4. hotion by the surplus Freperty Officer

a. The Surplus Proparty Offiocer w111 be respomsivls fer the ultimeie
dispesition of all unssrviseable propsrty which 1s met ssoaonisally repair-
abls amifor 1s exesss to the meeds of tnis Agemaye. Issofar ss it is pessible
dispositione will be mede to esteblished Ooverament disposal sgemcies.

b. Umserviceanls propsrty whish canmct be disposed of throush mermsl
shasnels will bs dastroyed., [rior te deastrustion, sush items will be reoported
to the CIG Preperty survey Board on 2 Feport of Imveatory Adjustment, Form No.
36-16, prepared im triplissts, by the Surplus Froperty Cffleere A reguest for
suthority to destroy such items should be imsiwded im 8 cover letter dirested
to the Property Survey Seard.

a. Two coples of the Report of Investory idjustmest, together with the
reyuest for authority %o destroy the jtems listed thersom, ¥ill he Torwaried
to the Froperty Survey foard, throurh the Freperty Contrel Divisiom. One copy
of Form Ho. 56«18 will he retsined by the Surplus Propsrty Offlcer as 2 Buspsmis
oredit wousher to his steck resord ssoouant. fhe Property survay Boerd =ill
retura oms approved sepy of Ferm So. 56-18 with suthorized dispesition instrao-
tions to the surpius Freperty Officer. The approved copy of Form ¥o. 58-1¢

will be posted s& = velid sredit youeher to the Jurplus Froperty Offiser’s

Approved For Release 2003/03/06 : CIA-RDP54-001
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forwarded to the Property Costrol Divisiom for adjusiment of coatrol records.

6. Astion &t Iﬁﬁwmﬂt Iastallntions

a. Gomoral
Property at sm indepemient installatiom rendered umservieeable snd/or
shsolote throuph falr weer amd tear will be mceounsted for by the Property
Offieer until propsr dispositiom hes bsen effected.

ba Pnan%ioa aof Form Fo. 38-18

All usssrvicesble property appaaring or the stook regord assount of
& Property Offiser will be listed om & Repert of Invexmtory idjustment, Form
¥o. 38-16, prepared im triplisate. IThe fellowing aertifiosmte w11l be imcluded
on the faass of the Form No. 3&-16.

1 oertify that the items liated hersom Mﬁ pesn wors cut through
Pair wesr «nd tear im the servise of the Jovermment without feult or meglisct

on the part of any imdividusl or individuals, amd that ssid 1tems &re not
soonemically raspairable.

“Froperty Offiosr
o Distribmtion of Porm Ne. 36-18

_ The oririm} s=d one oopy of Form Hoe 38-18 will bs forwarded o
the Chief of Ststion fer spproval. The third copy will be posted ws &
suspsuss oredit vousher to the stook record esoscunt by the Froperty Officer.
After approvel has besn sffected, the erizimml Neport of Imvestory Ad Justment
will be returned to the Property Officer to be filed as s valid eredit vouecher.

Ose copy of Form No. 358-16 will be retainmed in the sdministrative filss of the
{nstallation. ﬂmy/mwc/ /3/“/: '3 Zuvew hay An:l}'usl-m“)— with be fetwencecd fy VE iw:hatoe

Wl sostrene fons Thet A Suave, Repont he pacoared sw decoromce WiV pmengensh 2-a
LO8Y, DAMAGSD, OR § Lex/rRopeRfy e SURVEYS e e [}

£e/0

1. Guneral 25X1A

se Imdividusl Responsibility ,
The policy of this Agesoy cemtemplates that some isdividusl will Bbe

respons 1 b Y ctito KA S0 B N0SITE | CHA RBIAREEEY 3 A0 FTHIBLS 6P TOF T HY -
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In the svent property is lest, damaged, or destroyed by csuses other thaz

fair wesr ssd tesar in the serviee of the Goverament, the respensible
individusl will prepare a Survey Report, Form fo. 38=18, in scoordamcs with
the prossdure outlined belew.

be Initistion of Survey Reports

Survey Reporte must be initiated wy th« responaible imdividual withis
thirty days after the loss, dsmags, destrustion, or theft hss been disaoversd.
$hould ciramumn prevent the iaitiation of & Survey Report im the required
%ime, sn explamation for the dclty will be atissched and made & part of the

Survey Report.

2. ?mxtia sud Distribution of Survey Reports

s By ﬁugmiblc Individusis
Individunls who srs responsibdle for property whish has besn lost,

damaged or stoles will initiats & 3urvey Report, Form Ho. 38-18, in sextuplicste.
All feotual date surrousding the loss, dsmmpe, destructiom, or theft should be
jesluded in the "Clroumstamses” section of Ferm No. 36-18. This should be s
consiee statement imcludimpy dates, location, asd memes of tedividuals involved,
asd will be sworn to hefors a metary public or s swmmmry seurt officer.
Additiomal substamtiating svidence way be pressated inm the form of noterized
affidavits whioh should be atimched to the Survey Report. Ome sopy of the
Burvey Keport will be retained hy the responsidle individusl. The origiaml

spd four sopies will be forwarded to the Assoumtadble Freperty Cfficer whe will
sssign & voucher munber to 211 copies. Ome copy will bs posted 28 & suspsase
veusher to the Freperty Offiser's steek record asscunt. In the Washimrion zras
only, Property Offisers will makes approprists dedustioms of 14eus being

gurveyed from the iooounts Comtrol Sestiom, Foram %o. 356«14. A& memoramdum
1isting the surveyed items, sross~referenced with the vousher mmbar agsirned

to the Survay Heport, will be filed ix the responsible imdividual's jacket file.
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The preperty officer will sizm the remaimimg coples {erizimel and thres) of

Porm Boe. 36-18 amd distribute ssme 1z the following minmer;

{1) 1n the ashimgtor sres, Survey Reperts will be ferwardsd to the
210 Fropsrty Survey Board, through ths Property Jomtrel Divisiem for
investipstion asd acstion.

{2) A% isdepesdest imstallations, the Survey Repert will be for-
warded to the Chisf of Ltatiom for sotiom im scoordsmee with parsgraph

[ ootews

b« By Supply Officer om Froperty im Storsce, Eashington Area

When & Supply Officar initietss & Survey Feport for the loss, cemags,
destrustion, or theft ef property im aterspge, an origizsl amd four coples of
Form Ne. 536-18 will be preparsd. 411 factual data iz the form of & conciss
statement eontainiag datsa, lesation, amd rames of individuals conceransd will
be imoluded im ths "Circumstamces” section of Form Ho. 36-18. 411 ceopies will
be roushersd, cms copy will be posted te the stoek record accoumt, and filed
%3 & suspenss oredit voucher pendlay recsipt of the approved or dlsmpproved
Survey Report. The oririnsl amd thres coples of the Form No. 56-18 will them
be forwarded to the CI0 Propsriy Survey Beard, threugh the Froperty Coxtrol
Divislion.

e« By Property Officer as Respewsidle Imdividual, Xasningioa Ares

1z the svent & Property Officer hes delegated himsell 46 a respomsidie

individunl for a subesgoount 4o his stock record ssccunt, and iz respomsible
for the loss, damsgs, or destruction of property char;ed to that sub=socount,
the precedures s cutlinmed im parszraph|  |above will be followed.

3. Action by Chief of Statiem

&« Survey Reports whieh are initiated at independent installations
will be forwarded ‘o the Chief of Jtutiom Por setiem prior to belmg routed

teo Washington. The Chisf of 3tatiocs will appelint & disinterssted lavestigating
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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officer (oiviline or military) to sxemine availabls svidanoe regardisg ths

loss, damare, or destruction and his fisdings will be noted on the reverse
side of tha Survey Raport.

be Upon songpletios of the investigation, sll ceples of the Servey
Beport will be Perwarded to the CIG Froperty Survey Seard, throurh the
Property Cowtrol Bivislon, 3ervices Braach, Washington.

4+ Aotion by the 12 14 Property Survey Board

g+ All Survey Heports imitiated withis this Azemey will s forwarded

to the CIG Propsrty Survey Board, throuch the FProperty Comtrel Divisioxn, for

investiration snd sstics ixn scoordames with parsgrsph

b« Upon completion of fimel sstion, the Froperty Survey Board will
retain the origieal copy of Porm lo. 36-18 amd returz the remmining soplaes
to ths Propertiy lontrol Division for distributien.

6+ Aotion by the Fropsrsy Sextrol Divisios

The Froperty Somtrol Divisiow will distribute all Survey Reporis i=
the followiny wmanmer,

a. Approved Survsy Reports
(1) 1 sepy ~« Respomeible initisting individual

(2) 1 oopy == Acsounteble Officer
(3) 1 sopy -- Property Cemtrcl Divisien

be Disappreved Jurvey Heporis
{1) 1 eopy == Respemsible iaitiatimr imdividual

{2} 1 sopy -« Ascoustahle Officer
{3) 1 eopy =~ Proparty Cestrel Divisioa
{4} 1 copy == Chisf, Fimsmae jiramsh (oertified trus sepy)

ef.‘\G\‘\
8. Aotiom by the Finamee Risisies

Upon receipt of & disapprowed Survey Heport, the Chief, Fimamoe

Bresoh, w11l offest scllestiom of all momies im moocordamce with parsgraph
D Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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3G _FROFEATY SURVEY BOARD

1. Genoral
The Dirsctor of Cantral Imtelligemce has delegated to the OIC
Fropsriy Jurvay Seard the suthority to taks fimal sotlon om &1l Survey
Reports; authorize ultimate disposition amd/or destruetion of all usservics~
able snd sbsclets property in the custedy of this Agemoy; amd to approve or
disapprove all Reports of Imveatory Adjustmexnt, Form Ho. 36-18, iz
asoordamse with the procedurs outlimed inm peragraph| | 25X1A

2+ Aotion om Survey R@m

as The CIG Property Survey Board will reviex all Survey Reperts a=d
supplemental duts, including the fimdings and recomnendations of the
lavesiizating officer, pertainis: to the loss, dmmepge, desirustion, er
theft of public property.

be Besad oz the infermatios and fegtual data pressnted, the Beard will
remder {imml decision with rsspsot to the pecuniary liability of, or relief
from respossibility of, the imdividual or imdividusls comosransd. |

8+ After decizien has Yeen remiersd, the Propsriy Survey Soard will
retain the erigiml vopy of the Survey Report and forward the romsiaing
soples to the Property Comtrol Divisien for distrimtioca ia necerdarce with
persgrsph [ |5 above.

3. Foliay with Respect tc FPecumiary Liability

as The Froperty survey Beard will detormime, from vonclusive
svidence, before imposimg a pesuniary ocharce sraimst an imiividual, that;
(1) the property for which he was respossible was lost, dmmsgsd,
destroysd, or stolex throurh the apparent fault or aszleot of the responsisvls
imiSvidual or;

{2} there was an imteat to defraud the United States Coverameat.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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be All pecuxniary charses ralsed apaimst am imdividenl »s s result of

% survey Report #ill prealude any loss to the Goverament, and sush char-es
will erdimarily be in the emount whigh represents ths sstuel loss. Coasldera-
tion will be civem to the erigimel cest prise, the curreat market prise, and
dn§r:¢ia§ian based on the life expsatancy sed mormal usefulmess of the articla.
#eapons and otaer artisles wiich are useful tivoughout their eatire 1ifs are
not subjset o allowszsss for depresiatics. «here the property is dambzed and
sen be repaired, the cost of repair 1s 3 proper charze a;t&mt an individual,
provided said cost dees not exseeld the wvelue of the artisle.

&o Bight of &ppesl

. Imiividunls agaimst zhow a peounlary charze has been ralsed say
appenl the dsoiszien of the Property Jurvey Board to the Director of Cemtrel
intelliganocs. This appeal muet Se made, in ‘mtim,‘&% 30 days sfter
recsipt of sotiffeation of the pecumiary ochbarge, unless otherwise specified.
The origisel amd one copy of the sppeal should be subwmitted +to the Lirscher
of Central Intslligemss, through the CIG Froperty Survey Board.

be In the event am appeal iz mot forthconimg withln the specified timse,
oune aopy of the Survey Esport, with &ll supplemental deta, will be forwarded
to the Chief, Fimauce Brawch, for sellectien.

S+ Fagment of ?nmiary Char-es

s Paymsxt of peouniary cherzes will be mede by ohesk, or U.s. Postal
Homey Ordsr, payabls te "The Tressurer of the United States.” The check eor
woney order, aad & sopy of the metifioation of pecurlary charges, will be
formarded to the Froperty durvey Bosrd.

bs Army enlisted persomnsl may sirm 2 statement of charres in
agesrdeamse with paragragh 8-b, AR 35-0840, dated 18 ipril 1845, or sulmit

paymont ix the mamser cutlined above.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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G Oollestion By ¥iaamos Sramch
The lhief, Finamcs Sranch, upon receipt of & disapproved Survey
Report «ill take immediste actier to ocollsot momies due the Govermesat. I
the event that sush sction 1s imerfective, collestion may be mads throuyh
& pay stoppeze or a dedustion on fimsl ssttlemeut. (See Admimistrative
Instruction| | par. —)

Te Sotion @a Unservicesble 6r Obsolate i“raﬂrti

%« The Froperty survey Bourd will review reoguests for disposition
instructions om all umserviceable amd/or obsolets proparty iz the possession
of this Ageney imitisted by the Surplus Froperty Cfficer om Form MNe. 38-15.

be The Froperty Survey Boerd may relieve all cemserned of respomsibilivy
and /or sesountability for obsslets or unserviceable property and suthorige
disposition servimg the best imisrests of the U. 5. Sovarument .

[ ] 10ss on DaMAGE roR #EICE LIABILITY I3 ADMITTED
1. Somersl

%o Whez an individusl admits peouniary liability for the loass, dsmec e, or
destruotion of publie property, voluatary payment may be made #8 outlined in
the emsuing parsgraphs. Procedurss regardiag velumtary payuent are not
spplisable cutside the dashisgton ares.

bs & voluatary paymeat in scoerdsmos with the proosdures outlinsd below
%11l mot be uwaed 28 & meass to olrsumvest establizhed roliey prohiditing the
parchase of idzensy praparty;-

8« Ia the event am imdividual desirixg to maks volustary payment ior
lest propsriy is being seperated frem the Agemdy, clearance will be effected
in ssoordusce wiih w&grn#h |:|-1~g.

2. Astion by Respemsible Isdividual

Aa individusl desirimg to make voluntary payment for the loss of

pablie property, im lieu o submitting a survey Report ™ ¥o, 36-18, will
Approved For Release 2003/03/06 : CIA-RDP54- 17%A000200030003
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¢oordimsts sajd loss with the Property (fficer of the sotivity to whioh he
is ussirned.,

3. Astiom by Preperty Offioers, masiimgton Ares |

Froperty Officers will assist responsihle imdividusls im the
prepuration of Form Ho. 36-42, Volumtary Paymeut for Public Frepsrty. This
form will be initisted inm sextuplicats and sigmed by the respomiible
indiridual smd the Froperty Officsr. All ooples of the Form ¥o. 36-42 will
be Rssipned en sdjustment (I) voucher mumbsr by the Proparty Uffieer and one
oupy will be retaimed as & suspemse oredit vousher te his stoek resord
Assounts The origiml snd feur soples of Pors Ho. 3624 will Acoompany the
imiividual to the Property Jomtrol Divisiom.

4 hotion by the ?rop&rt; Control Division

The Frogerty Control Divisioa will be responeible for:

() reviewing all veluntary payments for publie preperty imitisted
in the Wsshisgton sares $to determine that said metion i3 in escordunce a#ith
existing property regulations.

| kb) detorminiay the unit cost of eash item im the mamner out-
limed ia paragraph [ K-b.

(a) correctihess of momemslature.

(4) masztaining an informel rsaord of all volustary paysents
pemiing receipt of the sigmed Form ¥o. 38-42.

After the Fropsrty Comtrol Tivision has sigmed the orizimal amd four
copies of Form Bo. 36«42 the imdividusl will procesd te the Fiasmes Franch
to mxks payment of charges listed tihersome

6o hotion by ths Fimsmee dramch

8+ The Fizmamoe Bramch will effect collection of the momies aad sirz sll

copies of Form Ho. 36«42, Yolurtary Paywent for Fublie Fropsrty. The origimal

and ome copy of Form Ho, 36«42 will be ret : i $h
Approved For Release 2005103155 TeIAYASH 705497 RbBtttoTothasand the
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remaisisg copies distriuted as follows;
1 sopy == Individual meking puyment
1 oopy == FProperty ufficer |
1 sopy =~ Froperty Comtrol Divisiom
s The Froparty fficer will use the siznnd sopy of Porm Ho. 36e42 s
2 valid eredit vouchsr to his stook rscord mogount and file same in the voucher
Tile. The suspesse copy may de used to sdjust the Acocunmts Comtrol sectiox cf
Form Ko. 36=14 amd plaged in the jaoket file of the responsible imdividusl.
¢+ The Fropsrty Comtrol Division will use the sigaed adopy of Ferm
Eo. 3842 to adjust the property coatrel reserds of this Aganoy.

1. Comoral
&+ Limitations on Use
The Report of Imvemtory Adjustment, Porm Ho. i6=16, may be usei by
an assousntable offiser, with spevific limitatioss » te adjust differences
bstwsen the “balanse”™ as shown om the stock recerd assount, and sstual

quantity om hamt and/or im use as disolosed by s physioal imventory. Excspt

as meted im parszraphs » the use of Yorm ¥o. 38«15 is

soniived te: .
(1) Reotifying errers resulting fros impropsr postings amd/er
the use of imoorrzct somemclature.
{2) Assuming seocumtasility for previcusly uasooounted for property.

be Cerrection of irrers iz Fostises

When the Heport of Imveutory sdjustaont ie ueed %o sorrect
disorepancies resulting from arrors is pesting or memsmolature, ths overszss
and shortages of like items should imsefar ng poasible offset one amother,
This presludes tne utilizatisn of Form Bo. 38-16 to sdjust imordinate

shorts;es *Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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ve Correstion 8f Preparty &aaw;ﬁtﬁiutg

Az ssocustable officer will, uwpos the discevery of umscoounted fer
property, 1ist zaid property om & Form Yo. 36-16, amd post same 28 an sdjust-
ment voucher to his ztook recerd ascount. In the event, it is dissoversd st
s lster date that such preperty was srromscusly ascounted fer, the socountanle
offiser will use Form Ho. 38~1€ to relisve himsell of acoountability. Iu
such onges, reference will be eads te the orizimal sdjustment vouohsr mumbar.

2o anautim And Dlstribation

The acsvuntable wfficer will prepars & Heport of lInvemtory idjustment
in guadruplicets listing the recorded balamses, izvestory balamoe, and the
ovarages 2nd shortages of the i%tema to be sdiustead. Aftesr « voucher mumber
his Leen assizwesd to all ecopies of Form ¥o. 36-18, the ascountable offiser
will pest ome co0py 68 A suspense semd vousher to his steek recerd ssoount.
Thw origisal und twe ceples of the Porm ¥o. 36«18 will be diatributed in the
followins wianer:

(1) Ia the Sashingtom sres, Reports of Invemtory idjusteesnt will
be forwardsd to ths Froperty Survey Board, throuzh the Preperty Comtrel
#ivision.

{2) 4% iadepeadent imatallatioms, Reporte of Inventory Adjust-
ment will bs forwsrded to the Chisf of 3tation.

3. Astion by the CIU Property Survey Beard

The Property Jurvey Boerd will teke fimal actios on all Reports of
Inventory sdjustment origlaatiog in the Washisgton sres. After suthorized
sd justuerts bave bsen approved, the eririmal Form No. 36~18 will be returned
te the ssoountable sappli—emi-progenty offieer to¢ be filed az & walid wouohsr
to his stock reeord secoount. The muspense sopy may be used to sdjust the
Aooouxnts Comtrol sesilem of & rFreperty Officer's Btock Cemtrel fJard, whea
spplicsble. Im the svert that the Report of Imventory Adjustment lista
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discrepancies of more thaz ouws Subenocount, oxtracts of the itews pertaiming

to ssach account will be wede by the Froperty Officer. The extraets will be
pested to the Acsouniz Coatrol secstion of the Vorm Eo. 36-1€ amd Filod {m ths
sppropriste responsible officers' jeacket files. Cums copy of the approved
Form Ho. 36-16 will be forwarded te the Froperty Combrol Ulvision and owe
eopy will ba retaized by the approvisg aafharmy.

4o Aotion by the Chief of Gtatiom ataIndependont Installations

Fimel setion on sll Heports of Invemtory Adjustment origimmting at an
imtopsndent imstallation may be takenm by the Uhiel of Statiome WHhen spproval of
sathoriced adjustments bes been effected, the ericinel of Form Ho. 36«16, will
be returned to the ecoocumtables offiser who will file the original a8 & valid
vousher to his stoek resord scoount in lisw of the retained SUBPORES SOPYe
dr spproved sopy of the Report of Imvsntory Adjustment will Be reteined im the
sdgiristrative files of the instsalletiom. The other approved sopy will he

forwarded to the FProperty Coutrel Hivisica, Gashirgton, by the epprovisg

suthority,.
5. Disapproved Inventory idjustments
/ a. The Property Survey Board and Chiefs of Stations are enjoined

not to approve Reporis of Inventory Adjustment which exceed the limit.ations

- outlined in Paragraph: ghove,
b. - If any or all of the adjustments are not acceptsble to the

25X1A

approving suthority, the following notation will be made on all _quies
- of the Form No. 36-16, "Approved subject to final action taken on the

Survey Report to be initiated on the disapproved items.® The. orj.gi:;al

Form No, 36-16 will then be returned to the initiating accquntab}e ’

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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é@gﬁ&;éﬁ'an the disapproved items. The accountable officer will use the

,raturned copy. of Form Na. 36~1§ ag q valid vouchar ta (1) subgtfnt{ate
l ; .tlw paatings made on t.he approved itans; (2) serve as a é{;span;u vouéhar
| for tha disapproved itams o - s H”gﬁv o
i IR - A.ft.ar the Emrvey Reportﬁ has been init.iat.ed gn thg ?g:?iproved .
?1tema it will be given ths sgme vcueher number as was assigﬁgﬁ ;gﬁphe

Report of Inventory Adjustment. It will then be forwarded to the approving

authority for, final action in accordance with paragraph ' 25X1

L 1. Bxpexditure of Froperty for Axperimental Furposes

Office, Brsnah, or Divisios Chisfe and Chiefs of independent Imstallntions
are suthorized to spprove the expesditure of proporiy used in exparimestal
sctivities under thelr juriasdietion. The rollowing csrtifioate aigaed by the
suthorized spprovimg antherity, or his desipgwated reprasentative, will appear
ou the fuce of an issue or trensfer doeumont, .8, Porm Ho. 38«7 or 38-24,

I oertify that the ftems listed hereox, will be sxpsuded for

experimental purposes iz the gervise of the Cevermsent. dmy veeoed
portione will be returned to sorwal supply chenusls.

{Bigmeture )
The issue or trsusfer documsmt so oertifisd will cesstitute & volid vousher ‘
to the stook record sooount of the Froperty Offiesr cunverned.

2+ Expeaditurs of Supplies by a dupply Offiser

Supply Officers may expend supplies and equipnest of 2 expanduble
neture for uwse ip setivitiss uwder their control without inttieting and
prosessing s reuisition throurh sormel chemasls. oweh items wiil be liatad
aw & Form Hoe. $6-7 Cogether with the fellowing certificata;

I eartify thet ths items listed herson heve bean sxpended in the
servics of the Govermmesnt.

Supply Offiasr

The lssue dooument, Form Neo. 36-7, so osrtified will constitute &
eredit vousher to the stock record smceount.

[ |eomsoniontan rrorsriy nmporrs
25X1A Approved For Releass Z003703/06 : CIA-RDP54-00177A000200030003-6
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8. In order to maintain sdaquats sontrol of mom-asapendable property at

indspondent installations, momthly Consolidated Property Rsports, will be
forwarded to the Propsrty Control Division, Hashisgtom. Using Form ¥Wo. 36-22,
the Property Offieer will repert, by itsm, the total monthly pains or lozses
on all property ror which he is sacountabli-.

2. Proparation of the Comsolldated Froperty Report

Se Dmﬂa éf i’*ﬂyanticn

(1) Porm No. 36«22 will be preparsd iz triplicate by the Froperty
Offteor as of the last day of essh month. Hon-sxpendabdle property &t the station
with sz lmoreased or desresssd total bslance st the sad of the reportimg period
will be listed im ooluzm 1 of the Form No. 36-22.
(2) The umit of the item, i.e., each, lbs., £t., eto., will He
suteresd ia Columa 2.
(3) T™he imventory as of the begimeinmg of the reperting perioed will
be entersd im solumn 3.
(4) A1l receipts will bs sntersd im the sppropriate spaces ix
solumn 4.
{a} "Heoeipts exoeprt Memoramdum Rsceipt turn-ims amd Loecal
Purchase" should imolude mom-sxpendadls propsrty received from the 3upply
Divislion, Servisse Sranch, CIG asshimgtom, and other Goverument ageneies.
(b) Loeal purehsses of mom-expeadable property will bhe
listed separwtoely mnd the unit cest will be Sadicated.
(o) Ovsrages of mom-expendable property sovcumted for on
Reports of Investory aAljustment will ds olasmsified as reesipte and should be
1isted as such. |
{5) All disbursemsnts of mom-sxpsndacls propsrty will be listed im
the Epproprigta ipeces of solumn 5.
{2} Tne “lssue except Memorsndum Regeiprt ami Opsrational® zolumm

&)proved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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(b) The "operatiomsl {ssues™ colwem will met be used.

{s) "Eramsfers or [ispossls™ will imdicate mos-sxpendabls
property transferred fron the jurisdiotioa of the imstallatiom, such as
transfers to other lovermmant sgowoies.

(d4) Shertazss of nom~expsndable property ascoountad for oa
durvey Reports amd Reports of Imvestory Adjustmest w111 be listed ia spproprizte
columns .

{6) Column &, "Closing Invextory Imcluding Bslauce on Memorsmium Recaipt,”
will be the sum of column 3, plue "total receipts™ mimus “tetal disturseasatsle

3. Distribution of the Comsolidated Froperty Repori

The origisal and oze sopy of the Form No. 36-22 will be forwsrded,
through cshansels, to the Chief of Serviees, Hashington, B.C., Attention:
Fropsrty Comtrol Divislon. Tne raport should arrive not later thads the 15th
day of the followinz momth. The Property Coatrel Division will uae the Form
Hoe 36-22 to maive sppropriste adjustments or property comtrol records.

25X1A AUBITS

1. Soneral

 ®e All stook record ascounts mamlwtained by scocuntable officers of this
Lgcnay'tillv%t‘aukjcﬁt to periedio suiits amd imepections by a representative
of the Property Cosmtrol Divisiom, Serviess Brawsh.
be Audlitors will have the pesersl suthoritiy to examize 211 preperty
records whieh they desm nesessary for reference in vommseticn with the sudit.
Ehere the exmminatien of resords by &= nuditor scafliets with security
regulations, exceptions to ths above will be made.

2. Audit Objeotive

s The primsry objectlve of an swdit is to sscertala that the imterests

of the Gevernmrat are belmg fully protecsted. A further objective is to detormine
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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that the presoribed primciples and proosdures of preperty sossunting are
beisg followed.
be Anditors will determine that;

(1) A1l items shargoable mgaiwst am acoount are imsorporatsd im
the steck records.

(2) Sredits sad debits to stesk record seacumtz are accamplished
only by suthorited treamsastioms supported Ly walid vouwchers.

(8) 3tock recerd sccounts azd imvemtories assurately reflect
guantitiss of property om hand sand/or issued to usisg m“l

5. Certificates 8 sudit

a8+ Upon the sompletion of an sudit, a3 Certifiomte of iudit will be

propared by the suditor. Hormally, five sopies of the Certifioate of Audlt
will be prepared and distributed xs follows:

{1) Ortgiml to the socoountabls offiser

(2) 2 ooples %o the Property Contrel Divisien

(3) 1 eopy to the appointing suthority hevimg supervisory
responsibility over the soeount; asush =s afﬁaa, branoh, or divislon shief

(4) 1 copy to Chisf, 3ervicss Sramch

The Cortifioate of awudit wlll present a comolss susmary of the results

of ths audlt imeluding the disorepeancies amd irrezularitiss moted, amd =
statemswt regardiag the remsral eondition of the segount.

| |DISFOSITION OF Gal.0. FROFERTY RECORDS

1. Defimition OF Froperty Records

The term "Property Becords" sas used im this peragraph will imelude
stock reserd sards, say squivslent forms used in lieu ilhereof, voucher registers
mainteined in oomasotion with the stoek resord sceount, voucher riles, smd all
other forme ninﬁim a8 an iwtepgral part of the property accounting system.
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Ze Dlapesition Astlionm fad limitetiocus

%. 5ix montha after au sudit of a proparty aceount has bsen completed
and & Certificate of sudit hes been issusd, the audited preoperty rescrds may
be withdrews [rom the active files amd plaesd in the imsotive files of the
asgduntable officer.

e Proparty sesorde will be msintained in the insstive files of the
scgountadle offlicer for & period of elightesn nmopths. it ithe #8d of the
®ighteen month perioed, swuthorizetion for the destruetion of property records
WAy bs reguested Irum the Iroperly fesntrol Division, Services Bransh.

25X1A | |Wﬁ?’f FASJES

1. Gomeral
A Pedersl Works sdmimistration Property Pess will acoompany ths
movement of all publis preperty fros sad amesg the varisus bulldismgs otsupied
by this izemsy in the Hashisgton area. Thie pass sust be prooursd in
asgordinse with the prosedurss outlimed im the essuing parsgraphs.

2+ Coprdimtion with Aecocuntable Officers

flespomsinvle imdividusls in the various usimg seotivities desirisg
to effsct & tremsfor or withdrewel of property from say building will ccordizate
the comtemplated movement with their respesotive acsoumtable officer.

3. Initiation of Reunest for Pess

The ssgountable efficer will forward & mesmoramdunm to the Chiefl,
Property Comtrol Division or to the appropriate individual desi:mated te
aign property passsz ix his behalf, reguestiag that 2 F.H.A. Property Fass
be isausd. This memoramium will be prepared im dupliscste and shkould ooutain
pertinent iunformation regerdiar the property mevemeat. Ome oopy will be

retained by the imitiating officer.
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- dutherity te 31§z Paseos

The Chief, iroperty Comtrol Division, Servisss Bremech, is respcxeisls
for the ssordimtion ami eoatrol of property movement withia the ¥mehington
arss, and will, therelors, be charred with the lssuamse of all F.#.A. Froperiy
passes. However, simee all usimg sotivities of this Acesmsy ars sot ssutrally
located, the Thief, Froperty Comtrol Division, will dezigmats mmin
imdividuals to sigze property passss in his behalf. These individusls will met
issue & FJi.A. Freperty Fase until & sigeed wamorandus has beor reseived from
the asceunisble offiser. Iadividuals desigmated to ziym Froperty Fasses will
meintain o file of all reguasts resefved.

25X1A [ |issuaECE OF FROPERTY glzARANCES

1. mkiagtog Ares

8. Astiom by Individus)

Frior to departure from Liais Agemay, an isdividuel belsgy sepsruted
will obtsia the necasasry airmmturss on Form Bo. 36-20, m Slearunce
Shwete This is to insure complete smd fimal olearances of all monies smi/for
proparty which way have been akarred 3o him. The eu/ i Clearasce Sheet
should be obtained from the Perevcanel fresgh.

be Boutiag of Individuale

The routiag of an iadividual in the proper elearsnve seguemnce will ue

25X1 the responsibility of the | Slearvnoe from the appropriate

Property Uffizer will be obtained befors fimkl slesrames iz given by the
Aduinistrative Gffiser of the astivity teo whieh the individusl is essigmed.
This lower esheleam supply clearusmce will alsc be mecesssry prior to sbtaiains
& alssramse from the Froperiy Corntrel Divisione.

o Agtion ﬂ Frogerty Officer

The Froperty Offlosr of the setivity te whien the iadividusl is
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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assigned will take neceasary wction to sssertaia whether or not the isdfvidusl

being separated has property oharzed to him. Immediate oleerance will ba
grantad in the event there ara nﬂgt curreat eharges. Should propsrty charges
exiat, thas prozedures outlised iz the ousulng parsgraphs will govera.

de Tarn~In of Iroperty

All public property in the possssaion of an imdividual belmg
separated from this Agemoy will be returned %o the propsr supply chamsels.
The Properiy Offleer will sssist the individual in the prepsratiox of the
Property Tura=in Slip, Porm No. 3€-24. Whon the turn-in has been effscted,

Eraplogees

the Froperty Uffiscer wuill sizm the Clsaranse Ghset.

0. Imstructions for Sulisted Porscamel

Enlisted irmy personmzsl belng ssperated from this Agewsy will retaln
in thelr possession the olothing axd eguipmeat llated oa thelir imdividual
G0 Form Boe. 32 a8 snthorized by the curreamt ®.D. Tabls of Eguipmest ¥o. 21.
Amy emd a1l speainl syuipment im the possession of individuals whish is not
authorised by T/E 21 will be retursed to this Agemdy in ssoordmmes with the
prooedures outlined in paragraph 4 above.

§. lost, %ﬁ!’ Gtoles Fropesty
An individual being separated who is ssocuntebls sad/or responsible

for lost, damaged, or stolea property will inltiete a Survey dspert, Form do.
25X1A 36-18, in secordsmos with parsgraph[__ |abeve, or make Yoluntary Faymest as
25X1A provided inm paragraph| |}leg below. In liew of sizming the w
Cloarunce Sheet, the Property Offlcer will make a motation, similar Lo the
one below, om the reverss alde of Form No. 3820

has a 3urvey Report pendiag

Tiiane )
ooverismg the loss of the following items of Goverament Property.

(Liat Propsrty)
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£+ Yeluntary Faysent for loat Froperty

The granting of a proparty clearance to am imdividual beleg
separatet from the Apescy whe desirsy to make volustary paymemt for the loss
of publis propsrty, in leu of submltting & Survey Report, will be sffested

i the followisg swawer:

(1) Ereperty Uffiser
The Propsrty Offficer will assist the imiividuml ix the
preparetilon of Form No. 36-42, Volumtary Fayment for iublia Froperty, ia
cgoordanse with instructions as outlined ia y&mgﬁp&a: Ix lieu of 25X1A
Epmplogeels

sizmning the - Clssrance Sheet, the Property Offloer will make a

notation on the reverss side of form No. 38-20, similar te the one below.

is making veluntary paymeat for
: {Hinme) p |
the less of the followimg ltems of publis property.

(118t itsms)

“Freperty ofticer '
Agsount Ho.
Fors ’Ee. 36-42, Yolusmtery Payment Yor Tublic Propsrty and Form No.
36-20, +rbpdety Clearsmoe Shest, will sscompsny the ladividusl to the
Froperty Contrel Uivisieon.

(2) kreperty Coutrol Division

_ The Property Ceatrel Divisios will take astion im esoordsnce
with paragraph [ |amd iz lieu of mormal slesramse will meke & metation on

tiie reverse side of Form Bo. 36-20 a3 followss

my be graatad property

(Tame

sleareace from this Agsnoy sfter payms:t for ihe above items has been
made to ths Fisanss Branch.

Froperty tomirol Divisiom
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{(3) Fisanse Irsmsh

25X1 After the | | has effected sellection of moniss

25X1A a5 outlined iw paragraph [ | the fellowiag notation will be made oz the

reverss side of the Froperty Zlsaramee Sheot

Paymsnt im the smcant of § for the above items
reaaived of ; * o
Tens “Tets
Fimance Cramch

he ?n;wrﬁy iz Trameis

Iz the event the lsdividual bLeing sepmrated has praperty ia tranmsit
or lossted sutside Washimgtoxn, & slsarascs »i1l not be granted until such
time az said préycrty bas been returssd to this Agcag;r. The Property Officsr
of the sstivity to which the imdividual is sssigmed will make & nvkation,
similar to the ons balew, on the reverss side of Form Ko. 36~20, in lieu
of iﬁ!\'lll-}; slearamse :igmture;

s the fellowing egwipment whioh

[€ )]
hes mot bLsenm duly sceounied for. Uposn return of said items te thias Ageray,

alsaramcs will be grasted by the
(imme of Upersting Embity)

{148t Property)

“Froparty Offlcer
daoount Ho.

Ee Cutailde &}mhinﬁtan Ares

ae Vartificste from Pm Srfiser

4An individual, prior to nis depsarturs from aa isdepesdent
installation, will obtain & sirmed preperty slearamce, whioh will be inm

the form of & zemoramdum issued v the Froperty Uffiser for the station.

It is sugrested that the followinr alesranse oertificats be used;
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6
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I certify ‘hst { ams } has roturmed
or otherwise scoounted for &il public property charzea to him prier to
his departure from this {sstallation, with the followlsg excepiions:

Froparty Uifieer
Stationy

be Mﬁg or ﬁihhhniﬁig Clsarsace

~ The Froperty Officer, upom determiustion that the imdividusl being

separated or tremsferred does wot have axy currext property cheargzss against
him, will rreat lmmedisate clearance. In the svest propsrty charjes exiss,
action e scutlimed in the emsulzg parazraphs will be takes for these persons
returaing to iashiagtos for separation. Fimel clearamce will mot be rranted
to «» imdividual beizg seprrated from this Apemsy &t & field imstallation
until all property has besn turmed-im, snd/or secounted for.

o« Slearamss after Property Turm-In

411 publie property ia the possessiom of sn individual beime
tramsferred will be returmed to the Propsrty QOfficer, amd property
olesramce will be gramted.

d. Imitiation of durvey Rsport

Iz the evext sz isdividusl requestiag olearsmee has lost, damaged,
or dsstroysd public preperty for whieh he is respomsible aad/er secoumtsble,
» Survey Report, Porm No. 36-18, »ill be imitiated in sscordamse with
25X1A  peregraph |:| sbove. Ths Property Officer should them make a motatiom, similar
to the one below, under "exoepticms™ of ths (lesarance Memorsndum;

bas 2 Survey Report pemding

{Naxne)

for the follewing items of publis property:

{List Items)

“Froperty Offlesr
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8 I — .

.;‘ - . . ;, 2 §
- pproved For Release 2003/03/06 : CIA-RDP54-00177A000200030003-6 °,

: ; @ wﬂc of Sssentia]l Froperty
' T Upem tremsfer, tx imdividusl will mot be allowsd to retainm anmy

Govarmment property unless ssld equipmemt is sssewtial fer the aompletion

of the jourmey. Retaimed items should be listed under “exvsptiome® of the

Sloaramoe Eemorsadum wxd will be raturmed to the appropriats Freperty
Officer ixmedistely upom srrivel iz Waahimgton.
f+ Distribution of Clearance Eemorandium

Distridution of the wtation Clsaramce Memorsmdum will De as

follows:
{1) 1 sopy will bs petained by the imstallation or stationm

from whish the imdividual is departizg.
{2) 2 sopies will sceompany the imdividual.

i

g Arrival ia Gashiarton
Upon arrival in Sashisgton, the imdividual being separated

will report to the Rotivity to whish he ia sesigsed for fimal clearance

25X1A iu sceordamse with[  hbove.
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